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3. ffiI&lX. Di*l lOm.  S&~~!%lon a Adminis 

De2artnent of Transpor ta t ion  
3 i v i s i o n  of Administration 
Off ice  of Contracts  Administration 
At lan ta  - ~---. '. ACTION REQmSTED 

ESTABLISH DISFQSITI9N STANDARD; Z;,iSE:.JT ACCUMUIATIONS; 
RECORD WiLL CONTiNUE TO ACCUMULPTE. ;?cCI;M\ILATION ANTICiPATEO. 
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9.  E::K,~ %;ies T i t 2  
.. 

8. Earliest 6 Latest Dates of Series 

1957-- -- To Date 
,a What is the function of the office in which this reiwd S€iisr i s  cE.i:c.Ci 

The Division of Administration provide i  s t a f f  support  t o  t h e  3epar tnsn t  i n  t h e  a reas  of 
genera l  accounting, a u d i t s  and f i s c a l  procedures,  personnel and t r a i n i n s ,  c o n t r a c t s  
procurement and adminis t ra t ion ,  ~equipnent  con t ro l ,  purchasin&, inventory and warehouse 
con t ro l ,  genera l  f i l e s ,  records ~aanagerent ,  i kpa r tnen t  budget and a i r  t r a v e l  s e rv i ce .  

Tabulat ion of t on t r ac to r ' s .B ids  P i l e  
~ -~ ~~~~ _ _  ~~ .. 

I 
. ~ ~. ~~ --- 

,I. This file contains the following documenfs (include form nur:%:s 3rd t i tkc ,  i i  any, m 6  file ariaiig3;htnt): 

!Docur;ents r e l a t i n g  t o  the t abu la t ion  of tzie th ree  lowest biZders f o r  the cons t ruc t ion  .- 
,!or maintenance of a highzaj-. 

Included is Spmary  of B i b s ,  form Hi) 34. 

The f i l e  is arranged chronological ly  by f i s c a l  year  and thereundsr by l e t t i n g d a t e .  



l3 Is this the Record Copy of the series' Dl 

14 k there a duplication of this series in another office of agency! . , b 

15. k the intormatioir cwta iwr l  t n  Ihk s e r k  ever sunrmari?e.d cu pihlished! M a c h  cc+y of st.nmav or publication. 

f6. L ~ T  fhe series contain cla<%ifiPd infn~nidlim rc-qiii!~i;L: security haiid:ing? 

17. h s  the series iiiitiate, ammd or Ierniinale agency pol~cies and prc.i.edure;? 

U h t d  the h m c t i o ~ ~  be performed if thr' files were lost or destroyed? 

U k the sprier @ m;ov portion of it) regu %iy ik;oii ln~ed? If yes, wliy? 

a Dar the record seiies m i d e  data as input to an EDP file? 

n k- the mwcl s e r k  contain doclmcntAioii produced as EDP printout? 

?2 E t a  tk Federal kverrmenf issued instructions governing retention/disp&tion of these files? 

€I Witt ttkers be a wid far the7.c recrmk 111. 15 years from now? If  yes, what? 
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L [ I STME b. I 1 STATWE O f  c .  [ 3 AUDIT d. p ] FEDERAL e. [ ] ADMINISTRATIVE 1. 1 ] HISTORICAL 
LRI"I LIMITATION PERIOD LAW DECISION VALUE 

FW.4 PPX 30-9 b i d  openings and tabulations must be retained three years after F W A  f inal  
payz=ent of the project. 

(Cite Law. Statute, of other reason fw the retention requirement1 

______ ---___ 
EL M W G V  RE53WENDATU)NS: This agency mommends that the file series be cut off at the end of each 

-f 1 CKEWDAR EAR -rx 3 FISCAL EaR -[ ] Other then. 

M. in the current files area month(:!.' 1 year(s1: 
F q  Transfer to 

[ 
[ 1 & s h y  wmediatelj  after { ~ i i t  off. ,i 

7 State Riirwds Center f 1 Local Holding Area; hold 9~ ~ ~~ .. yearcsf: 
gq Restrox. 

1 Transfer to Stat? Aichib?s fm pernianrnt refenticn. 

[ 1 OMer: (specify) 

(Inilicafc hriefty ratioriate fof recmrnendations abovelor write additional marksl: 


